



Guidelines for Reviewers 
 
Dear LRJ reviewer, these step-by-step instructions were prepared to 
guide you through the OJS platform when designated to review a 
manuscript. For that purpose, follow the steps: 
 
1st STEP: Pay attention to the deadlines established in the designation 
e-mail you received. The first deadline is to confirm your availability 
to review a manuscript. The second deadline is to send your note to 
the editor. For both deadlines, follow the subsequent procedures. 
 
2nd STEP: Access the LRJ website: 
http://revistas.ufcg.edu.br/ch/index.php/RLR and enter your login 
and password on the right side of the page.  
 
(There is a password reset link on the designation e-mail you 
received, in case you have forgotten your password.  If you are not 
able to reset it, please, contact us.) 
 
ATTENTION: If you access the submission page through the direct 
link to it (which was sent via e-mail), it is still necessary to be logged 
in to the system. On the contrary, the page will not open.  
 
3rd STEP: Once logged in, click on the link “1 active” (if you are 
designated to review more than one manuscript, the quantity of links 







4th STEP: The following page displays the title of the manuscript to be 
evaluated, as shown in the example below (image). Then, click on the 




5th STEP: You will be directed to: #Review; after that, scroll down to 
“Review steps”, as shown in the example below. 
 
To confirm that you will be the reviewer of the manuscript, click on 
“Will do the review” 
 
To inform that you will not be able to review the manuscript, click on 




Attention: it is important to confirm availability (or the contrary), 
since if you are not able to review the manuscript, we need to 







6th STEP: If you confirm to be able to review the manuscript, the 
following page will be displayed (image below). Just click on “Send” 









7th STEP: After that, you will be directed to the same page of #Review, 
but, this time, you will have access to the manuscript (without 
authorship identification). To open the file, scroll down to “Review 
steps”.  
 
ATTENTION (follow the steps observing the image below): 
 
7.1 In “3”, you will have access to the ‘submission manuscript” (the 
file of the text you are to review). To download the file to your 
computer, just click on the highlighted area.  
 
7.2 After reading the manuscript, and including your observations 
and suggestions by adding comment balloons to the submitted text, 
it is time to fill the ‘Review Form’, in step “4”. 
 
7.3 In “4”, click on the icon/balloon to fill the review form. After 
that, in step “5”, it is possible to upload the manuscript, with your 
comments and observations.  
 
Attention: when reading the manuscript and inserting comments 
with improvement suggestions, it is highly recommended that the 
comments balloons do not have your identification, to guarantee a 
confidential review. In case you do not know how to remove your 
identification, when using the program Word, we advise you to 
watch this brief video: 
https://www.youtube.com/watch?v=HrRfUR3IqEs.  
 
7.4 After finalizing the two steps of review and appreciation, you 
have to access the platform again. Then, go to active evaluation, and 
in “Review Steps” (note item “5” in the image below) click on 
“Escolher arquivo”, and do not forget to click on “upload”. If you do 





By clicking in “Escolher arquivo”, you will select the file of the 
manuscript you reviewed (the one with your comments). Then, click 
on open -> transfer. 
 
7.5 To finish the upload of the manuscript, in item “6”, click on 
“choose one” and select your recommendation: accept; mandatory 
corrections; submit again to evaluation; submit to another journal or reject. 




If you have any doubt, do not hesitate to contact us.  
 
